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10 May 1956
WIMORANIAB FORs  Chlef, Fi Support
, Chiet, -“"‘” 25X1A8a
AUBJECT: Additiona) steps to be taken and reccmsendatlions

& to the centralization of persormel
astivitics within FE Division.

1. This 4s in responss to our recent discussion concerning 25X1A8a
plans for expanting centralization of personnel activities within
the FE Divistion. In view of the acseptanee of the Pilot Installation

25X1A8a in it is recommended E&mi;Fbe authorisned to proceed with

the necessary steps to accomnl complete centralisation as outlined
in paragraph seven of our progress report dated 10 May 1956.

2. You will recall this study was initisted to review the FE
Division personnel records and reporting systems in view of eatablish-
ing more efficlent metlods and procedures. uhile it ls resognized
the effectiveness of the Civilian Persommel Unit has lmproved
greatly it is believed the aew Divisional ssrvices now performed
and proposed are of such vdlume they carmot be handled effectively
with the present persommel, It is acknowledged that an unfortunate
estimation was initially made relstive to persennel requirements;
at the ssme time it must also be recognized that the procedures
duveloped have far excesded the original scope of this study. I
weuld like to reiterate that the personnel strength for this element
he inereased from 4 to 5.

3. It is recommended that use of Form OF-4b, Bmployes Record
Card, be discontinued immediately after completion of the Supple~
mental and Master Card Decks. That such cards be referred to for
historical purposes and reviewsd for dispesitlon after one year.

4. Dissontirmue utilisation and maintenance of the OF-4b card

25X1A8a in the Branches when [Jillassunses preparstion of 3P 52's and Form

25X1A8a

SG=hl, Perscennel Data Sheet, That sush sards be turned over to the
Division Records Hanagement Officer for dispoaition,

5. That further attewpts e made %o segregate the Division

Personnel folder for sventus)l centralisation of pertineni personnel
records to
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25X1A8 6. Notification be made to -ﬂhnn & new pseudonym is
a assigned. That the "insctive master pssudo index” be irensferred
to BSEC for incorporation with the Division Master Dedl,

7. Resommend approval to print two IBM eard forms (Status
and Master Card Decka) to facilitate internal operations within Fi/PT.

8. The training program in progress be contimied until alter-
nates have been sufficlently trained on all mechines.

9. That our recommendations outlined in the division memorandus
to 3584, dated 21 November 1955, subject, Agent Duty Status Feports,
be plaged into effect.

10. The Mansgement Staff i1s renswing its efforts to speed the
delivery of the Tape-to-Card Punch (047} and the Flexowriter,

1. It is strongly recoxmended that all mmmbers, associated
with this prograa, take wery opportunity to diseuss with the Staff's
and Branches the facilities that are available in [ It is 25X1A83
balleved that cur months of planning will pay off to a grester
degres only 1f we promote the reporting features of the application
and the services that can 9e provided through centralisation of
persgrnsl sotivities, This can best be accomplished by active
participation by members of your respsctive etaffs and should
sontinue until the Branches utilicve the products of this central-
ized perscnnel operation.

12. The spplication of machine techniques to recerds pertinent
to training wes studied and a eard formet developsd. This card
was $o record the follpwinz information; personmel rmmmber, name,
grade, service designation, office, date of language aptitude test,
LAY results, PETB; trainlng courses, pear courses completed and
type of card, It iz recomeended that further development of this
application be delayed until $ie program as it now exista has been
fally developed.

13. Further reference is made to our discussion relative to
faturs stadiss within FE Bivision { Procedure for contrel of im
and cut casuals --— processing dispatches aand cables within FT),
Sincs this is beyond the acope of the originsl assignment 1t would
ha aphnacdated {f these pranosed curveys wepe discussed with
in order for tle Hanagement
Staff to better schedule tiaeir future sssigmments.

. o
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